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PRINTING WARRANTS

OVERVIEW

After invoices are entered and output-posted to the General Ledger and before checks can be
printed, awarrant report must be produced for review by the Board. MUNIS contains a
Vendor Warrant List report that satisfies this purpose. Several customized 1Q Reports were
created for this purpose aswell. (Seethe MUNI S Accounts Payable User Guide Table of
Contents, 1 Q Reports section for alist of reports.)

VENDOR WARRANT LIST

The MUNIS Vendor Warrant List prints areport of the open payables (those invoices that
have been Output-Posted through Invoice Entry/Proof). The report includes:

invoice information by vendor (including GL distribution)
the total amount to be paid to each vendor
the total amount posted to the cash account

an Orders of the Treasurer Report that includes Warrant Certification Text for persons
authorized to approve payment of outstanding payables.

The Vendor Warrant List may be produced in preliminary form for initial review, but it must
be produced in final form to assign the warrant number to the invoicesincluded. Invoices
that appear on agiven Final Vendor Warrant List will be paid when the Automated Checks
program isrun for the corresponding Warrant Number.

ToPrint A Final Vendor Warrant List, Select:
A) FINANCIALS
D) Accounts Payable Menu
C) Cash Disbursements Menu
A)
Warrant Select/Print
The following screen is displayed:
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Session  Edit Conmands Settings Hel p

VENDOR WARRANT LI ST
Acti on: Define Select OQutput Exit
Define warrant |ist.

V\ar r ant [ ]
Warrant date [11/23/1998]

I ncl ude invoices with no warrant? (Y/N) [Y]
Due date [ 11/ 23/1998]
Di scount date [11/23/1998]
Prelimnary? [ N]
Cash account [10 ] [6101 ]
Sel ect version: [1]
1 - Full warrant (132 col ums)
2 - Condensed warrant (80 col ums)

Print Cash Account Bal ance? (Y/N) [Y]
Print Certification Page? (Y'N) [Y]

Select Define from the Ring Menu.

2. Enter the Warrant name that was entered on the Invoice Entry Batch screen when the
invoices were entered into the system. All invoices entered in that batch will be selected
for this report.

If invoices are accepted for this report that have no warrant name (see next step), they will be
assigned this warrant name.

3. Toincludeinvoiceswith no warrant, type Y in the Include invoices with no warrant
field. Any open invoiceswill be included on the warrant. The Due date and Discount
date fields become available for entry.

To include only those invoices already assigned to the warrant specified, type N in the
Include invoiceswith no warrant field.

4. InthePreliminary field, enter N, to produce afinal rather than preliminary warrant.

NOTE: A Preliminary Warrant can be printed as a preview of the Final Warrant.
It lookslike the Final Warrant, but does not assign Warrant numbersto
invoices or prepare the open invoicesfor printing.

5. Inthe Select version field, enter 1 to print afull warrant report, at 132 columns, or enter 2
to print the condensed warrant report, at 80 columns. The condensed warrant report
contains the information required by most Board members. Both versions print the
Warrant Certification Text and assign Warrant numbersto invoices. The versions differ
only in the amount of information provided about each invoice on the report.

6. Finish entering the desired report information in the remaining fields.
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Choose Select from the Ring Menu to review the invoices to be included on the warrant.

If an invoice should not be included on the warrant, select the invoice' sline number
from the Ring Menu. Notice that the warrant number is deleted from that invoice.

NOTE: If aninvoiceisexcluded from the warrant, a check will not be printed for it,
and it will remain open. Besureto processit in the future, either by
including it on a warrant to have a check printed or by deleting the invoice.

9. When thereview is complete, select Exit from the Ring Menu to return to the main
Warrant screen.

10. Select Output from the Ring Menu, and Print or Spool the report.

Samples of the Final Vendor Warrant List, both full and condensed formats, follow.
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APPENDIX A: FINAL VENDOR WARRANT LIST SAMPLE- FULL WARRANT REPORT

ACCOUNTS PAYABLE WARRANT REPORT

ACCOUNTS PAYABLE WARRANT REPORT

The following claims and bills duly item zed, were submtted
to the Board; and being approved, the several suns set op-
posite the nanes of the individuals, firms or corporations,
were ordered to be paid by the Treasurer to them respect-
ively, and for the purposes set forth.

DATE: 11/ 23/ 1998 WARRANT: 112398
XYZ Bd. of Education

Chai rman - John Doe

Secretary - John Smith

Treasurer - Betty Brown

Kentucky Department of Education
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PREPAID INVOICE LIST
11/ 11/ 1998 YOUR DI STRI CT PAGE 2
16: 12: 48 ACCOUNTS PAYABLE WARRANT REPORT apwar r nt
PREPAI D | NVOI CE LI ST
WARRANT: 112398 11/ 23/ 1998
VENDOR VENDOR NANE R | NVO CE PO TYPE DUE DATE AMOUNT VOUCHER CHECK COMVENT
CASH ACCOUNT: 10 6101 CASH | N BANK
1 0.00 17999 DD  11/23/1998 433.00 25 98765 STANDAR
433.00 CASH ACCOUNT 10 6101 TOTAL
Kentucky Department of Education AP-REG-3 Page5
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DETAIL INVOICE LIST
11/ 23/ 1998 YOUR DI STRI CT PAGE 3
16: 12: 52 ACCOUNTS PAYABLE WARRANT REPORT apwar r nt

CASH ACCOUNT: 10
11/ 23/ 1998

VENDOR
CHECK

6101

G/ L ACCOUNTS

DETAIL I NVO CE LI ST

CASH | N BANK

TYPE DUE DATE

WARRANT: 112398

929 ABC SUPPLY
1 0501118 0610

929 ABC SUPPLY
1 0501118 0610

2595 POSTAGE BY PHONE SYSTEM
1 0002118 0610 3116

el IalYe alYs alva  [elYe IalYe [YalYs [alve IelVa [alve [YalYs [ValVe  [YalYs [ValVe I IalYa [ [Vl [

2794 YOUR FOOD SERVI CE
1 0005101 0583

2794 YOUR FOOD SERVI CE
1 0005101 0583

2794 YOUR FOOD SERVI CE
1 0005101 0583

2794 YOUR FOOD SERVI CE
1 0005101 0583

0
DW I NST SR

FSF EXP

FSF EXP

FSF EXP

FSF EXP

CRM 11/ 23/ 1998
SUPPLI ES

I NV 11/ 23/ 1998
SUPPLI ES

CHECK TOTAL

INV  11/23/1998
SUPPLI ES

CRM  11/23/1998
HAUL COW

INV  11/23/1998
HAUL COW

INV  11/23/1998
HAUL COW

INV  11/23/1998
HAUL COW

CHECK TOTAL

AMOUNT
17992 15
-70.00
-70.00
70. 50
70. 50
50
6887
23.14
23.14

17348
-35.10
-35.10
490809
95.55
95.55
493405
68. 25
68. 25
495622
29.25
29.25
200. 85

I 1Yl 1%

11/ 23/ 1998 DUE DATE:
I NvO CE VOUCHER
17993 16

I 1Yl

Kentucky Department of Education
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16 I NvVA CES WARRANT TOTAL 1, 010. 53 1, 010. 53
CASH ACCOUNT BALANCE 1,413, 521. 37
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WARRANT SUMMARY
11/ 23/ 1998 YOUR DI STRI CT PAGE 5
16: 12: 55 ACCOUNTS PAYABLE WARRANT REPORT apwar r nt
WARRANT SUMVARY
WARRANT: 112398 11/ 23/ 1998 DUE DATE: 11/23/1998
FUND ORG ACCOUNT AMOUNT AVBL BUDGET
1 0001011 DI STRICT-W DE G FTED&T 1- 000- 1900- 270- 00- 0610 GENERAL SUPPLI ES 44.00 930. 00
1 0101148 SCHOOL COUNCIL GF 1- 010- 2420- 000- 00- 0610 GENERAL SUPPLI ES 39.03 3460. 00
1 0501025 MS ATHLETIC INSTR GF  1-050- 1900- 420- 20- 0580 TRAVEL 122. 00 878. 00
1 0501148 M DDLE SCHOOL COUNCIL 1-050- 2420- 000- 20- 0610- 0526 GENERAL SUPPLI ES 175. 53 366. 00
1 0701017 HS VOC | NSTR GF 1- 070- 1100- 300- 30- 0610 GENERAL SUPPLI ES 55. 00 145. 00
1 0701148 HI GH SCHOOL COUNCI L 1- 070- 2420- 000- 30- 0796 ORAL COMMUNI CATI ON/ DRA 45. 25 360. 00
FUND TOTAL 480. 81
2 0002011 DI ST W DE G FTED&TALEN 2- 000- 1100- 270- 00- 0580- 1306 TRAVEL 33.33 2289. 12
2 0002118 DI ST-W DE REG | NST 2-000- 1100- 852- 00- 0610- 3116 GENERAL SUPPLI ES 23.14 500. 00
FUND TOTAL 56. 47
51 0005101 FOOD SERVI CE FSF 51-000- 3100- 910- 00- 0583 HAULI NG OF COMMODI TI ES 200. 85 3000. 00
51 0005101 FOOD SERVI CE FSF 51-000- 3100- 910- 00- 0610 GENERAL SUPPLI ES 272. 40 2408. 84
FUND TOTAL 473.25
WARRANT SUMVARY TOTAL 1, 010. 53
Kentucky Department of Education AP-REG-3 Page 8
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WARRANT LIST BY VOUCHER

11/ 23/ 1998 YOUR DI STRI CT PAGE 3

16: 12: 52 ACCOUNTS PAYABLE WARRANT REPORT apwar r nt

WARRNT LI ST BY VOUCHER
WARRANT: 112398 11/ 23/ 1998 DUE

DATE: 11/23/1998
VOUCHER  VENDOR  VENDOR NANME I NVO CE PO TYPE DUE DATE AMOUNT COMMENT
15 929 ABC SUPPLY 17992 CRM 11/ 23/ 1998 -70. 00
16 929 ABC SUPPLY 17993 I NV 11/ 23/ 1998 70. 50

el el 1%l 1ele 1%l  1ele %1% 1YValve %1% 1YalYe 1% 1% 1YalY 1%l 1Ml 1 1l 1Y 1l 1Y 1Y 1Yl 1% 1V %1%

27 2794 YOUR FOOD SERVI CE 17348 CRM 11/23/ 1998 -35.10
28 2794 YOUR FOOD SERVI CE 490809 CRM 11/23/ 1998 95.55
29 2794 YOUR FOOD SERVI CE 493405 CRM 11/ 23/ 1998 68. 25
30 2794 YOUR FOOD SERVI CE 495622 CRM 11/ 23/ 1998 29.25
WARRANT TOTAL 1,010. 53
Kentucky Department of Education AP-REG-3 Page9
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APPENDIX B: FINAL VENDOR WARRANT LIST SAMPLE -
CONDENSED WARRANT REPORT

ACCOUNTS PAYABLE WARRANT REPORT

ACCOUNTS PAYABLE WARRANT REPORT

The following claims and bills duly item zed, were submtted
to the Board; and being approved, the several suns set op-
posite to names of the individuals, firms or corporations,
were ordered to be paid by the Treasurer to them respect-
ively, and for the purposes set forth.

DATE: 11/23/1998 WARRANT: 112398

XYZ County Bd. of Education

Chairman - John Doe

Secretary - John Smith

Treasurer - Betty Brown
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DETAIL INVOICE LIST

11/ 23/ 1998 YOUR DI STRI CT PAGE 2

15: 46: 16 ACCOUNTS PAYABLE WARRANT REPORT apwar r nt

DETAIL | NVOI CE LI ST
CASH ACCOUNT: 10 6101 WARRANT: 112398  11/23/1998

VENDOR VENDOR NANE PURPOSE AMOUNT

929 ABC SUPPLY CREDI T -70. 00

929 ABC SUPPLY 70. 50

2595 POSTAGE BY PHONE SYSTEM M GRANT POSTAGE 23.14

Nl el 1%l 1elYa 1%l 1YalYe 1% 1% 1Yal% 1% 1Yl 12l 1Yl 1% 1Y% el

2794 YOUR FOOD SERVI CE CREDI T -35.10
2794 YOUR FOOD SERVI CE CAFE. FOOD SUPPLI ES 95. 55
2794 YOUR FOOD SERVI CE CAFE. FOOD SUPPLI ES 68. 25
2794 YOUR FOOD SERVI CE CAFE. FOOD SUPPLI ES 29.25
16 | NVO CES WARRANT TOTAL 1, 010. 53
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WARRANT SUMMARY
11/ 23/ 1998 YOUR DI STRI CT PAGE 3
15: 46: 21 ACCOUNTS PAYABLE WARRANT REPORT apwar r nt
WARRANT SUMVARY
WARRANT: 112398 11/ 23/ 1998
ACCOUNT ORG DESC  ACCT DESC
1- 000- 1900- 270- 00- 0610 DW G&T GF GENERAL SU 44.00
1- 010- 2420- 000- 00- 0610 COUNCI L GENERAL SU 39.03
1- 050- 1900- 420- 20- 0580 MS ATH TRAVEL 122. 00
1- 050- 2420- 000- 20- 0610- 0526 M D COUNCI GENERAL SU 175. 53
1- 070- 1100- 300- 30- 0610 HS vOC GENERAL SU 55. 00
1- 070- 2420- 000- 30- 0796 HI COUNCI L ORAL COVMJ 45. 25
FUND TOTAL 480. 81
2-000- 1100- 270- 00- 0580- 1306 DS G&T TRAVEL 33.33
2-000- 1100- 852- 00- 0610- 3116 DW I NST SR GENERAL SU 23.14
FUND TOTAL 56. 47
51-000- 3100- 910- 00- 0583 FSF EXP HAULI NG OF 200. 85
51-000- 3100- 910- 00- 0610 FSF EXP GENERAL SU 272. 40
FUND TOTAL 473.25
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